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BACKGROUND

Section 20.865 (2) (a), Wsconsin Statutes, authorizes supplenents for space
managenent purposes, including noving expenses. The Departnment of Adm ni s-
tration (DOA) provides noving suppl enents by direct payment or reinbursenent
of eligible expenses. Only those expenses incurred for organi zati on noves
that were initiated by DOA are eligible for supplenmentation. DOA-initiated
noves include those to accommopdat e renodel i ng projects and may incl ude ot her
rel ocations within or between state and private facilities. GQuidelines for
space use and acquisition given in State Adnministrative Policy and Procedures
(SAPP) FAG B-2, FAG B-3 and COMB-3, and Form REP-1 (Buil di ng Space Request)
i ndicate that DOA approval is required for some noves. Wen DOA approval is
required for a nove to new space (as opposed to shifts in locations within
space already allocated to the agency) in a state facility or to a different
private facility, such approval does not nean that DOA initiated the nove.

The DOA Division of Buildings and Police Services will process docunentation
to provide suppl enents or rei mbursenents for the foll ow ng expenses incurred
for noves initiated by DOA:

1. Services for noving furniture and equi pnent.
2. Rermoval and reinstallation of existing tel ephone systems. The DOA
Division of State Facilities Managenent nmay:
a. Survey the existing systemto identify nore practical
alternatives, or
b. Allow justified variations or additions.
3. Movi ng ot her existing systems such as copiers, conputer

configurations and coaxi al cable installations.

In addition to noving expense suppl enents, rent supplenents may be obtained to
cover costs for an increase in occupi ed space, vacant space or higherrates
which result froma DOA-initiated nove.



The followi ng procedures are provided to facilitate pronpt and proper
processi ng of documents for noving supplenments and to ensure that those
suppl ements are obtained for eligible expenditures.

PROCEDURES

Gener al

1. Di vi si on Space Coordinators will notify the DHSS Space Manager in the
Bureau of Admi nistration, Division of Managenent Services (DV5) of the
need for noving any organization within their division. Al other noves
wi || be coordinated by the DHSS Space Manager.

2. Representatives of the DVS Bureau of Administration will contact the DOA
Di vision of Buildings and Police Services to obtain approval for noves
when necessary and to coordi nate arrangenents for all noves. Division
Space Coordi nators are not to contact the DOA Division of Buildings and
Police Services except to provide information upon request or to assist
in system surveys conducted by DQCA.

3. VWhen notified by DOA, the DHSS Bureau of Administraion will provide
witten notification of any DOA-initiated nove to the Space Coordi nator
of the division involved.

4. The DHSS Space Manager will assist the Division Space Coordinator as
necessary in nmaki ng noving arrangenments and processing rel ated
docunent ati on.

5. If a DOA-initiated nove results in increased rent expense for an
organi zation, the Division Space Coordinator is responsible for
notifying the DHSS Bureau of Fiscal Services of the increase. The DHSS
Bureau of Fiscal Services will then prepare the request for a rent
suppl enment .

Moves Initiated by DOA

1. The Division Space Coordinator will be responsible, or del egate
responsibility, for making arrangements for other noves initiated by
DOA.

2. Expenditures for other noves initiated by DOA wll be authorized,

processed and rei nbursed in accordance with the follow ng procedures:

a. The Divi sion Space Coordinator is responsible for ensuring that
provisions are nade to identify and accunul ate expenses related to
DOA-initiated noves as foll ows:

(1) The DHSS Tel ecommuni cations Section will be notified to
insert the note "Move to be paid by DOA" on rel ated
Tel ephone Service Orders. Code the Tel ephone Service O der
to the regul ar account codes of the organization involved,
since the order will affect both the (a) nonthlytel ephone



bill (which will be funded fromthe organization's operating
budget) and (b) the cost of noving the tel ephone service
which will be reinbursed by DOA. Forward a copy of the
approved Tel ephone Service Order to DHSS Bureau of Fiscal
Services (attention Gary West) after return fromthe

t el ephone.

(2) The person responsible for preparation will be notified to
insert the note "Move to be paid by DOA" on rel ated purchase
orders.

b. The DHSS Bureau of Fiscal Services will pay the clains when

t el ephone bills or vendor's invoices are received and prepare an
invoice to DOA for the total ampunt to be reinbursed for each
nove. Copies of the tel ephone service orders and bills and other
vendor's invoices and rel ated purchase orders, will be attached to
the invoice submtted to DOA

Moves Initiated by any Authority w thin DHSS

1.

The Division Space Coordinator will be responsible, or del egate
responsibility, for making arrangements for noves initiated by any
authority w thin DHSS.

All related expenses for noves initiated within DHSS will be paid by the
organi zation involved in the same manner as other simlar obligations
and processed and paid. No supplenents or expense reinbursenents will
be received from DOA.
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